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RICOADI MANAGEMENT DIVISION 

INSTRUCTIONS: See Publication No. 76-RM-1 fat instructions on eomoktina th is  form. Forward sianod orbind to - - -  - -  - 
Department of Archivas and History, Rwords Mawment  Division, 339 cI&ol Avenue, Atlmm, Georgia, 30334, 
Attention: Scheduling Section. 8809 3 1-0 I 

Ga. State Merit 'System of Personnel Admin 
Applicant Services Division 
200 Piedmont Avenue, Room 418-West Tower 

Working T i e  idwhom Number 
Marcel 1 i ne D. Warren . Office Supervisor 656-2728 
3. Action Rsquested - 

1. 

b. 0 Ditpore of present 
c, n2 Supercede: 0 Void 

0 Estabiisn Retontion Scheduk; ncord will continue to accumulate. 

4. D m s  of Serin 
Earliest File (Tvpincr & Rate of  

. I  

11/86 1 Current I Irori;) 
8. Dirilion and Offia Function What is the function of the Division and the Office in which t h i s  record series is created? 

The Applicant Services Division is  responsible for  examining applicants for  positions t o  
determine e l i g i b i l i t y  for  employment, including scheduling examinations, making reservation, 
making public announcements, p r o v i d i n g  place of examination, developing examinations , conduct 
t e s t s  , grading exams , and notifying app l  i cants. 

...- . . I .  L I 
~ . 1 .. 

~~~ 

1. R m r d  Series Description 

Doeumentsrelating to: 

This file contains the following documents finch& form numben and t ies,  if any): 
Am& samples of the file. 

Administering written and performance examinations for  Merit System j o b  
c lass i f icat ion for State ,of Georgia employmert purposes. 

lnduded are: Performance tes t  papers (Typing & Rate o'f Wcirk) , manually gaaded test 
add sheets .  and documents used f o r  grad& t'est var ia t ions(n0  form names 
or  numbers). 

Fi l .  is arranged: Chronologically by d te test r e s u l t  t r d i  t mput I: sys 1. 

. , _  . ,  

+ 
.,i ...* : 

O? 
/i 

15 ; Thirteen to twenty-four months old ... . . I .  . 
One to six months old 
-tv-fiva months and O* 0 7  

Lenr4ze drawers : Lo&kize drawers ; Shelves ; other famCfyJ - . 

75 * Seven t~ &lw k t h s  old 
,~ ! 

L:. .. T,-/ ~. .. : ey. ~- 
. .  20 cu. f t .  B. Annual ha of Awmuldon  of R-rds 

. . . - . . 

... . . .  . .  . .  .~'. '.?,~', 



11. Rotontion Rquinments Thr following requirn tha soria to b kept: 

- J. State Law - -c- yews. ~ -d.  AW!kprriol - -1 -years. 
b. Statute of limitation years. a. Administratiwe need 2 years. 
c. Fedaral law -years. f. Federal ratention instructions 2 years. 

Amch copy or excart of laws or regulations. Explain administratiw need. 

J 

- 

29 C.F.R. 1602.31 (State and Local Governments) - 2 years 

12 Appmurd Disposition Instructions This agency recommends that the file series b Cut off at the end of each: 
fi Calendar Year; 0 Firal Year: & Othr 

- 
1 &;P &&? 

1$1 Hold in tha currant files area . L . m o n t h ( s )  
0 Transfar to local holding area; hold 

~ ~ T r a n s f r  to Staa Rmrdr Center; hold 

yearb); then 

#&&&&&t months ; then 
war(s1; then 

12 
JW Destroy. 
0 Transfer to State Archives for permanent retention. 
0 othrr &ecm) - 

-- NOTE: In the event a charge of discrimination has been f i l e d ,  or an action 
brought  by the Eqkal EmrJoyment Opportunity Commission or  the Attorney 
General ,-this reco-rd niust be retained until f inal  d i s p o s i t i o n  of the 
charge or action. 

h instructions apply to all prior and future accumulations of the surier. 

kcommendations in para- 
raph 12 are approved. 
If dimwuvrd, m p d ,  httw 
ti explmation.) 

. .  , 

. 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

IMTRUCTIONS: See PublicatioA No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, . .  
Attention: Scheduling Section. - -  ~ -1 

I _---.-I_ FOR AGENCY - USE 
lpplication Date Ga. State Merit System of Personnel Admin 

1. Agency Address 

Applicant Services Division-Room 572 
244 Washington Street, S.W. 
Atlanta, Georgia 30334 lpplicarion Number 

FOR RECORDS MANAGEMENT USE 

Application Number 

c_-- 7 9  - 102 
Date Received Date Completed 

-_ Office Supervisor 
I_ _." 

Carolyn Smith 
v -:-- *______l___- 

TAction Requested 
a. 0 Estaoiisn Retention Schedule; rfcord will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

-c, -.a Amend Application No. Check One: @Change; 0 Super-gdLQ~ Void -- 
0. Dater of Series 
Earliest Latest 

T r d s  Series Title Ifollowec/ by ride used in office; if different) 

Employment Examination Performance Test Papers File (Typing Exams) 
--_I-~ ----I_ - ~ _ -  __ 9 1977A~resent 

5. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

The Applicant Services Division is responsible for examining applicants for 
positions to determine eligibility for employment, including scheduling 
examinations, making reservations , making public ' announcements , providing 
place of examination, developing examinations, conducting tests, grading 
exams, and hotifying applicants. 

- I -_I_ 
I-_-- 

7. Record Series Description 

Documents relating to: taking a typing examination for a Merit System Job Class. 

This file contains the following documents (include form numbersand rifles, I f  any): 
Attach samples of the file. 

I ~ 

Included are: Performance tes€ Papers (actual-typing- exam). 

File is arranged: chronologically by date test results entered into computer system, thereunder 
alphabetically by applicants surname. ' 

-- I_ .-_I - I _ _  

3. Monthly Referenco Rate 
One to six months old 

How often are records referred to which are: 
0 1 .  ; Thirteen to twenty-four months old ---, 75 . Seven to twelve months old 

twenty-fivemonths and older O' ' 7 7 

-1-- _-- _ - _  __-_  _. ~- 
10 cu. ft. 3. Annual Rate of Accumulation of Remrds 

Letter-size drawers ; Legalsize drawers ; Shelves ; Other Ispkify) _- I 
--* -** - I_--. 

R-50-71. Rev. 76 lover) 
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~~ ..~ ~ . -~ .- ~~~-.._-._ . II~>>.%. .--. . . . . . 

10. Questionnaire 
a. Is this the official copy of the series? ? *  

-~ _ l f_ngtwhere j r ; i t?  .~ l_.-l___l__ ~-1-1_ -.I__ 

b. Does the series contain co fidential information requiring security handling? If yes, cite law or regulation. 

~ ~ ~ c. Is this a vital reco_rd? --, - . _ _ _  
d. Does this serie&Khistorical or IonpTermpSarch value? ~ . ~~ 

(Place an I%'.' in the proper column) A>=-7 ~ 

,i 
.. 

- -. __- Ga. Code 40-2783 I_-- __-_I__ 

P I  

e. When one or two documents in the file make it necessary to keep thg entire file for a ldng period, could these 
- -dncumnX&..scheduled sm ratelv?- ~ ~I - 
.~ f .~  . l s _ t h a l ~ ~ i ~ ~ ~ ~ ~ ~ e ~ ~ ~ ~ ~ - . - L f ~ ~ ~ - a ~ a ~ ~ . ~ ~ ~  J 1  . _ _ ~  I_-I_ ..-.I.-._1_ 

g. Is  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of th is  series in your office, or in another office or agency? 
- I fYe~sa t ta&~mv.  -~~~ 

-. . 1 f J B L & . e I L - * -  _I____ ~ . -~ .- 

i kthis series lor a maiorportr 'on of irl r w  . f' ed)- -_ 
. . i.-.RoesAwecQ- m e r w i n l o w  Info resul-Ls-in L i s t  of Elig ibles  & various 

1. Retention Requirements The following requires the series to be kept: I  GEM^ reports. 
4 --years. d. Audit period ___-years. 

e. Administrative need 2 I._--_ years. 
years. 

a. State Law 
years. b. Statute of limitation 

c. Federal law ~ years. f. Fetleral retentioii in'structions 
- 

. 2 ~~ -. .~ ~~~ 

.~ 
~~ . -= .- ~ ~- ~~ -~ .~ ~- 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

29 C.F.R. 1602.31 (State and Local Governments) - 2 years 

__ _l_----ll 

12. Aooroved Disposition lnstruaionr This agency recommends that the file series be cut otf a t  thb end of each: 

0 Calendar Year; 0 Fiscal year;= Other 2 ~ months then, 

0 Hold in the current files area --month(s) -_-_ yeads); then 
0 Transfer to local holding area, hold - 
'8( Transfer to State Records Center; hold ~ S S f % & # S 1 c  months ; then 
Gk Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other /Specify) 

yeads); then 

7- NOTE? - In the event a charge of discrimination has been f i l e d ,  or an act ion 
brought by the Equal Employment Opportunity Commission or the Attorney 
General, t h i s  record- mus-t- b e  re-tained unt i l  f i z a l  disposit ion of the 
charge or act ion.  

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
lraph 12 are approved. 
Tf disapproved, attach letter 
tf exp/anation.) 

- 
9-50-71; R 


